
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC 
FROM: 
ROUTING CODE: 
ADDRESS: 

PHONE NUMBER: 

THRU (Liaison Officer): 

BILLET TITLE: BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 

GS/GM EQUIVALENT: 

(This block to be completed by liaison officer) 
IS THIS A NEW BILLET: YES NO 
BILLET PRIORITY: A, B, C, R 

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER: 

EDUCATIONAL REQUIREMENTS: 

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...) 

1. GENERAL DESCRIPTION OF BILLET: 

2. DUTIES AND RESPONSIBILITIES: 
a. Is this a supervisory billet? YES NO 
b. If so, state number and grade of personnel supervised. Number: Grade(s): 

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: CDR Philip R. Kennedy, NOAA, W/NP6x1
	From Name: Dr. Louis W. Uccellini
	Routing Code: W/NP
	Address: National Centers for Environmental Prediction5200 Auth Road, Room 101Camp Springs, MD  20746
	Telephone Number: 763-8016
	Telephone Extension: (301)
	Billet Title: Project Action Officer
	Billet Number: 4020
	Rank Requested: O2 - O3
	GS_GM Equivalent: GS12
	New Billet_Yes: 
	Immediate Supervisor: Sondra K. Young-Wick
	Title: NCEP Executive Officer
	Supervisor_Telephone Number: 763-8000
	Supervisor Telephone Extension: (301)
	Educational Requirements: B.S. in one of the physical sciences (meteorology preferred)
	Other Qualifications: Project management, presentation, and computer (creating presentations and spreadsheets) skills.Familiarity with budget formulation and various agreements such as MOUs, etc.
	Billet Description: The Officer will serve as a critical part of the National Centers for Environmental Prediction (NCEP) infrastructure within the Office of the Director (OD) in Camp Springs, Maryland. NCEP is comprised of nine unique National Centers, all with differing missions, which contribute towards the common goal of protecting life and property through the provision of models, analyses, forecasts, warnings, and value-added guidance products. To work effectively within the executive infrastructure of NCEP, the Officer will be required to develop a broad understanding of how meteorological principles are applied both theoretically within the two NCEP core Centers (the Environmental Modeling Center and NCEP Central Operations), and operationally within the remaining seven NCEP service Centers.Duties will involve both management and administrative tasks in terms of day-to-day operations and ongoing special projects. The Officer will be required to interact with other personnel in NCEP, NWS, NOAA, and other Federal agencies, as necessary. Assignments will routinely be given by the NCEP Director, NCEP Executive Officer, and other senior staff within the OD. Travel may occasionally be required.
	Supervisory Billet_Yes: 
	Supervisory Billet_No: X
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: As a part of NCEP's executive infrastructure, the Officer will perform the following duties:a. Support the NCEP OD senior staff and Center Directors during the annual NOAA/NWS budget initiative processb. Manage NCEP MOUs/MOAs; update and develop, as necessaryc. Participate in challenging special projects involving one or more Centers, such as the proposed new building, increased     organization of NCEP IT resources, day-to-day operational issues, etc.d. Manage and track special requests from international meteorological agencies, media, the American public, and etc.
	Career Development Opportunities: During the Officer's assignment within NCEP's OD, the Officer will enhance managerial, programmatic and organizational skills. Due to the nature of the position, the Officer will be involved in several long-term projects and exposed to a wide variety of tasks on a daily basis. The Officer will have an opportunity to participate in the NOAA/NWS budget initiative process, which could involve initiatives valued up to several million dollars. The Officer will also coordinate the development and maintenance of NCEP's MOUs/MOAs with a growing number of organizations such as NASA. The Officer will also have the opportunity to assume a leadership role in a long-term project such as the new building proposal. The Officer will gain valuable program managerial experience, a comprehensive understanding of NCEP, and an appreciation of NCEP's linkage to other parts of NOAA and the larger research and operational weather and climate communities. The Officer will also have the opportunity to take NOAA or OPM management courses, as budget resources permit.
	Additional Comments: NCEP's OD is a staff of ten, including the Director, Executive Officer, Chief Scientist, Chief Operations Officer, Administrative Officer, Modernization and Restructuring Coordinator, Public Affairs Officer, two secretaries, and a clerk. Due to the structure and complexity of NCEP and its programs, this core staff would highly benefit from the support and contributions of a motivated NOAA Corps Officer willing to accept the challenges of this billet. The billet is an excellent opportunity for the development of management and organizational skills.2. Duties and Responsibilities (continued):e. Support the NCEP Administrative Officer in the management of NCEP's participation in various intern programsf.  Assist with the development and organization of briefings and presentations for the NCEP Director and senior staffg. Organize and participate in NCEP Corporate Board meetingsh. Give NCEP overview briefings to visiting delegations i.  Manage and track NCEP and NWS action item databases, including controlled correspondence such as Congressional    requestsj.  Manage and oversee NCEP's contributions for special awards such as the DOC Medalsk. Review daily mail and resulting action items for the NCEP Director
	Supervisor Signature Date: 06/07/2001
	New Billet_No: X
	Billet Priority_A: 
	Billet Priority_B: X
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


